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IDEA EXCHANGE
By MILDRED SWEM, Los Angeles, California

Addition shortcut

is well worth the effort, both in preventing
errors in shipping by wrong carriers and
in paying the bills.
—Agatha M. Woodruff, Baltimore

When figures to be added appear in con
secutive order, and there is an odd number
of them, the total may be found by multi
plying the middle figure by the number
of consecutive figures.
Thus: 34-4 + 5 + 6 + 7= (5 x5 = 25)
When any numbers appear in consecutive
order their total may be found by multiply
ing one-half the sum of the first and last
numbers by the number of consecutive
numbers.
Thus: 14 + 15 + 16 + 17 + 18 =
(16 x 5 = 80)
—Elizabeth Sage, Grand Rapids

Personnel records
An average payroll of 150C employees
and a very large turnover presents a prob
lem in keeping accurate records on each
employee. For the past few years, we have
tried keeping a folder on each employee
called a B-1. The B-1 folder has a six year
period shown with each week-ending pre
dated. When the employee is out for any
reason, this chart is kept up to date. Num
bers from 1-14 are used to indicate: Sent
Out, Laid Off, Discipline, Industrial Ac
cident, Discharged, Asked Off, Leave of
Absence, Stayed Out—No Reason, Sick,
Non-Industrial Accident, Quit, Transporta
tion, Sickness in Family, Death in Family.
When the employee returns to work a sym
bol is used showing that he has returned.
Inside the folder all reports and records
on the employee are kept for future ref
erence.
—Margie G. Gaines, Atlanta

Checking freight charges
In our operation, the packaging and sale
of Shelled Nuts, all shipments are made on
a prepaid basis. We ship to about 145 cities
in about 28 states, using approximately 35
motor carriers.
Since our “Freight Out” costs amount
to between Twenty-two and Twenty-five
Thousand Dollars a year, checking freight
rates and extensions is an important task
and has presented procedural problems.
Our solution is a small card system (using
3x5 cards in a small metal box). On the
top left hand side is typed the city and
state of destination; on the right, the name
of the carrier. Just below the destination
is typed the customer’s name.
On the next two lines on the left hand
side are typed RATE and MINIMUM along
with the current charges. Charge changes
are usually made in ink showing the date
and new rate.
The card is consulted for which carrier
is to be used upon receipt of a customer’s
order. The clerk-typist does this rather
than rely upon her memory to prevent
errors in using the incorrect carrier for
that particular destination.
Freight bills are turned over to the same
clerk. She consults the cards as to the
rate shown on the bill and then checks the
extensions. If there is an error in either
item, she calls the carrier’s bookkeeping
department for correction or explanation.
When she has completed checking the bills,
she initials them and passes them on to the
accounting department for payment.
The whole operation takes surprisingly
little time, and we feel the time consumed

Who has that accounts payable invoice?
A system of 3 adding machine tapes has
been found particularly helpful when proc
essing invoices at the end of a month and
at the end of a fiscal year.
One tape, including all accounts payable
invoices received daily, is prepared. These
daily tapes are accumulated for the prepara
tion of the weekly treasurer’s report. Then
the gas, water, telephone bills, etc., are
segregated and remain in the accounting
department for checking purposes.
Another tape with a duplicate copy is
prepared from the remaining invoices. The
duplicate is given to the accounts payable
bookkeeper after adding the names of credi
tors to which the various amounts are pay
able. The original is delivered to the pur
chasing department with the invoices which
are to be matched with receiving reports,
etc.
When the invoices are returned from the
purchasing department, their amounts are
checked off on the tapes. The amounts not
checked off on these daily tapes represent
the invoices remaining in the purchasing
department.
—Alice B. Walsh, Grand Rapids
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